"APPLICATION FOR RECORDS RETENTION SCHEDULE DEAARIMENT OF atives oL STaTE

RECORDS MANAGEMENT DIV!SION

INSTRUCTIONS: See Publicati?n No. 76—BM—1 for instructions on completing this form. Forward signed ariginal o
Cepartment of Archives and H:story, Records Management Division, 330 Capitol Avenue, Atianta Georgua 303"-‘4 _
Attention: Scheduling Sectlon .

f

FQR AGENCY USE 1. Agency Address L | . : :Fon RECORDS MANAGEMENT usé

Apoiication Date o Georgia Ports Authority o Application Numbar

5/4/83 : . Operations Division, Operations Control . EE - -
") "Post Office Box 2406 : 3 6;8

s

" Aopticaticn Number . | Date Recei

‘ ”“anfSSum _ Savannah, Georgia 31402 o Flesuivad - Djt,j ﬁo meleted

_ . L | i MAY 181083 | 7 1983
Parson to Contact - o . Working Title I Telephone Numbaer
Sandra Jones _ S Administrative Manager 912-964-3927

T - - = S o - me— —— S i = e ]

. Action Requested .
3. K Estaousn Retention Scheduie; fecord will continue to accumulate.

b. O Dispose of present accumulaticn; no further accumulation anticipated.

¢, —_Amend Application No. Check One: T[] Change; (3 Supercede; O Void

ariiast Latest

Datas of Series 5. Records Series Title (followed by title used in office; if different)

: 1976 | To_Date__ Railroad Documentation File

i

€. Civision and Office Function What is the function of the Division and the Cffice in which this record sanes is created?

This department is responsible for the billing, import and export activities of the Georgia
Ports Authority, analyzation of ship schedules, coordinates all processing of all paperwork
with field divisions, insures that all paperwork is properly prepared and carefully

balanced and verified against documentation received, facilitates expeditious cargo

handling.

Y

et

Record Series Description ,rzlz;m file contains the fol!owmg documents (mciude form numbers and titles, if any):

Attach sampies of tha file, '
Oocumaents refating to: Activities of the Railroad Field Office.

Induded are: | Preliminary interchanges, final interchanges, railroad worksheets
(conductor), switching orders (outbound), invoices, claims,
correspondence, switching settlements, car record, per diem,
reclaims, edit list, cross-town switches, monthly car report (recap),
weekly car report, special equipment reclaim worksheets, junction
settlements (Colonel's Island) and conductor worksheets.

File is arranged: ' varies
8. Monthiy Reference Rate How often are records referred to which are:
. daily | .. - daily | .. 15 .
One 1o six monthsold 7 __: Seven to twalve months old ——__7___. Thirteen to twenty-four monthsold = _;

twenty-five monthsandolder___ 7 __..7

3. Annuai Rate of Accumulation of Rerords 20

; Other (specify)

Letter-size drawers ; Legal-size drawers o ___.._; Shelves

“AR=50—71; Rev.78 _ : - - . (Qven




YES | NO | 10. Questionnaire __ {Place an "'X" in the proper column) ~ N
3. Is this the officiai copy of the series? _ T .
X If not. where is it? ' AL
< b Does the series contain confidential mforrnatxon requiring security handlmg? If yes, cite law or regulat:on -
X e, 1s this a vital record? . , _ ' }!
X d. Does this series have historical or long term research value? y ‘
: e. When one or two documents in the file make it necessary to keep the entire fue fer a long period, could these
X docyments be ;d\edulg_d_se_p_a_a;g!v?
X £_ls thMWmmmmwmmﬂLj_mmch cogy,
< 1 @ :: the information contained in this saries ever analyzed and/or racorded ina summanzed report?
hd yes, attach copy, !
1 h. ls there a duplication of this series in your office, or in another office or agency?
X If ves, where?
LJJWWMELMBHMMQMQW
X L._Does the racard series result in a comouter printaut?
11. Retention Requiraments ~ The foitowing requires the series to be kept:
a. State Law f ‘ years, . d. Audit period ‘ , vears,
b. Statute of limitation - . years. - e Administrative need : 7 vears,
. a. Federal law . e years. ____f. Faderal retention instructions _ years.

N I
S e, M s AR B S ek

b

Attach copv or excerpt of laws or regulatlons Explain administrative need

Office reference requiremenTs

{12

Py

Aporaved Disposition instructions  This agency recommends that the file series be cut ort at the end .ef sach:

-0 Caléndar Year; & Fiscal vear; O Other —_— _..then,
@ Hold in the current files area monthis) 1 year(s); then
Transfer to local hoiding area, hold _ 6 ___vyear{s); then
0O Transfer to State Records Center; hold year(s); then

A OQestroy.
O Transfer to State Archives for permanent retention. .
O Other [Specify]

Thess ihstructions apply to all prior and future accumulations of the saries.

*

_Agency HcadlDes:gnu (Signature) Dete }rds Management Officer (Signature) Date

dadiy D) |

L Rl

Recommendations in para- [
graph 12 are approved. - State Auditor/Designee

{If disspproved, attach !etter 7
of explanation.) U\ Sacretary of State/Designee

/ State Rg/ ds Committes (S:yramrei ‘ Date

}

Attorney '.GeneraI/Desigﬁee,



